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Baltimore County Board of Education Div. of Administration and 
Special Services 

School Lunch Program 

School Lunch Program 

The United States Department of Agriculture audits the records 
of the School Lunch Program filed with the State Department of Edu­
cation. The State Department of Education audits school lunch records 
of the counties at the individual school cafeterias or at the County 
Board level.in Allegany, Caroline, Montgomery, and Washington Counties, 
where these records are centrally maintained. 

The retention periods for school lunch records are governed by 
State legislation^j;ulaling Lo-reoard^ as well as the following 
regulations: 

1 . Requirement by the Federal Government that program records 
be retained for three years in addition to the current fiscal year 
(2U FR U772, June 12, 1 9 5 9 ) . 

2 . Requirement by the State Division of Social Security, Em­
ployees* Retirement System, that cafeteria personnel records be 
retained for Social Security purposes until audited by the Division 
(Letter dated December 17, 1959, from William S. Sartorious, Assis­
tant State Superintendent in Administration, Finance, and Research 
to the County Superintendents of Schools citing a latter from Paul 
H. Fales, Chief of the Division of Social Security, Employees' Re­
tirement System.^ 



C-1B6 
2. 

I« SCHOOL LPBCH iOBtaSEBS FHB 
Sise: Loiter 
Datesi 1&7 - -
Quantityi $ file drawer 
Pile Arrangenant: C&raaolosLcal 

The agraenento effectuating the school loach progrmn are entered 
into end signed by the State Depertonat of Ednoatlon end the County 
Bo&rda of Edaeation (sponsoring agencies) giving the qgAOttuaal 
inebsr, end the stlpnlirtlonw end profislens applying to participa­
tion by the two parties signatory to the agreaJaaat. The egresaants • 
are not ronowtfrilo periodically baft only when e revision is nuceo— 
eary. do original agrwwuata ere retained at the State level' 
until renegotiated* aodited, and for three years thereafter* 
BBDOfflfSSDAXXCSit HSTAI8 B8TCL WSSSmitSm AS!) FDR F032 TSAES 

THEEWTEB, AED THE8 BESTfiOI. 
2. SPECIAL BILK P&0QBA3 APPL2CATIDH 

Slset letter else 
Dotes. 1950 - * 
Quantity t 1 file drawer 
File Arrangements Chronological by school 

The Special Jiilk Prograa Application ere reaoaable argmhlly and 
era prepared In triplicate by the aohool principal giving the agree-
asnt neoEbsr, the nane end addrees of the epcnaoriag agency (Board 
of Education), the name end addraaa of the school applying* whether 
or not the aohool is currently participating in the program, the 
average daily ettendanee, the cost of adlk to the aohool by half 
pints, the price to be charged for mdUe to children end adults, 
end the signatures of the principal end of the Superintendent of 
Schools. The applications are eent to the State Board of Education 
for approval, one copy is retained for a period of three years by 
the State, in addition to the currant fiscal year, and two copies 
ere returned to the County, one for the Board files end one for the 
eeheol applying for participation in the program. The reeonesnda-
tion below applies only to the copy retained by the County Board 
of Education* 
RHCOfflffiHDATICSi SXTAZB FOR FOQR TEARS A5D THEST BESXECI. 



C-16G 

SCHOOL UBCH PBOQRAH AFPI3CAI10B3 
Sisei totter else 
Batesi 1SS0 
Quantity: 1 file drawer 
file Arrangements Chronologically by school 

Applications for participation la the Sehool Loach Prcgraa are 
renewable annually and an prepared by the Prlnolpal of each school 
in triplicate giving the agreansnt nanber, too acne and address of 
the sponsoring agency (Coonty Board of Ed&cxtlcn), the nana and 
address of the sehool applying, the average dally attendance, the 
price to be charged for each aeal to child or adult, the estixaated 
ms&er of amis to be eervod each day at reduced prices or no 
charge, the rolabarssamt check atatas showing that all checks have 
been received or that eone oheclcs are ootstanding, the valne of 
food on hand by aaoont porchased end aaoost sttppllad by the ff.S.D.A., 
the date of Initiating the pro&raa, and the dgnatoras of the Prin­
cipal and the Superintendent of schools* The three eats of papers 
ere forwarded to the State Board of Edaoatlon where they are 
approved, and cm is retained for a period of three years in the r State files, two copies are returned to the Const?* one for the 
files of the Board and one for the sehool applying for participa­
tion In the program. Hie recowflspdatlan below applies only to the 
copy retained by the County Board of Education. 
RBCOfGEKDATIOEs RETAIB FOR FOOR TEARS AED TBES D33IB0T. 
PIB8CT DISTRIBDriOS PBOOBAB BSDBIrTS 

Slzet latter else 
Dateat 1550 - -
Quantity* $ file drawer 
File Arrangenanti By data 

Beeelpts for directly distributed eowwortltlBa onder the School 
Laneh Prograa are forwarded to the State Departaont of Edaeatlon 
in duplicate giving the neaber of eases or bass, the date of re-
eaipt and the net anight ahsn applicable, the sane of the echool 
and the signature of the County Supervisor of the prograa. The 
bottom portion of the receipt la filled in by the State Assistant 
Supervisor of the prograa aa an acknowladgasat of the receipt and 
one copy is m turned to the Coonty Board of Edaeatlon for filing. 
RECOHMESDATICSi RHTATB FOB FO0B YEARS ABD TEES DE3EB0Y. 

3. 



DIBBST M3TBIBOTI08 COMKCBITT lMVgHft&T 
Slset Letter else 
Detest IShl - -
File Arrangement* By school sad date 
Quantity. 1*0 ring binders 

Thle record Is a htanrmei lnrentory by aohool of Federally distri-
bo$ed food onder the Sfthftftl Xnnch Program giving the Quantities 
on hand by ceataodlty, the quantities of oeeraoditles which eoold be 
shared vith other schools and the eonsedlties which the school 
could use. The romiwanndutlm below applies only to the copy re­
tained ic the School Lnnch Division. The State Departacnt of Edaea­
tion retains the conaodity inventories for a period of three yeeja 
in addition to the current fiscal year, prior to destruction. 
aacemmttmit RISAIB FOR wm YEAES*\m ism vam&x. 
StHPLDS FOOD AW THASSF^ SECSPPTS 

Siset Letter else 
Dates: 1$$0 - -

. Quantity's J file drawer 
File arrengenentt By school end date 

This le a ndaeogrephed fern giving tha qnantity of food delivered 
<ar tranafearred vith apace at too botton for the signature of the 
principal or cafeteria anaager receiving the food, and the date 
,; and none of the iwhool. 
e. • 

HECtaS&HBATICBt HETA2S Fdt F09E TSARS A3D THSS BBST80T. 
CLftXK FOR BE3SHR3gHB8T 

Fern Bo. t 7-59 
Slset Letter else 
Detest 1550 - -
Quantityi 130 ring binders 

This form Is filed monthly with the Maryland state Department of 
Education covering all school lnnch and silk operations claica 
for reimbursement onder the Federal School Loach program. The 
forms, prepared in triplicate, give the none end address of the 
school, the anaamaiit nnwber, the nanber of Innches served (Paid 
end free) end the cost to the pupils, end the amount of reli&arse-
neat elsieed. The saae information is carried in the space re­
served for the nttk program. The Monthly Profit and Loss Stete-
aent (Item 8) is checked against the Claia for BelmborseoDnt. The 
leiii—awfit ini below eppllee only to the copy filed with tho Board. 
EECOfWEHDATKah KEXAIB FOR FOQE TEABS ABD THS3 DE3TB0Y. 



KarsLY mam ABD LOSS sustmm 
Form Bo. i BBBGO 66-58 
Dates: 1950 - -
Quantity: 1 tile draw 
File Arrangements Chronological by sehool 

The Monthly Profit and Loss Statement is prepared by each school 
cafeteria giving the month end year, end a bresfcaban of monthly 
Income, cost of food, other expenses, the cash and bonk balances 
on tand, end a list of aosonute recelvabla. The statement is 
signed by the school principal. The Profit end Less Statement ia 
checked against the monthly Clain for Beimbnrsenent (Itea7)« 
SSCOnHaaUTIDSi BEZAX9 FOB FODS TSABS ASD TB8S 3ESXB0T. ; 
SCSOOL LBBCH OFFICE BBCOBD CAHP 

Sixes 5° x8» 
Dates t 1950 
Qaantityx 1 card drawer 
File Arrangement! By name of sehool 

This is an annaal financial record of school lnnch expenditures 
giving the name end location of the sehool, the names of the 
principal end cafeteria anaager, the year and the month shoving the 
amoomt of relabersesmmt onder the school lnnch program, and the 
amount spent for food, malarias, eqiitjmwit end ether, the total 
cash income, total oapeadlturs, the gain or loss and the comalative 
balance. This record is prepaiwd by the School Loach Division) the 
State Department of Education keeps a similar record derived from 
the Claims for BeimUuaamauU sheets (Item 7). 
B2C0?MESDATIC»: RETAIL PfffffAgfffLT. 
SCSOOL LD8CH PBBSOfflKL FOLPBBS 

Slset Letter sise 
Dates: 3951 • -
Quantityi 2 file drawers 
File Arrangement: Alphabetically byname 

The personnel folders contain ell or acme of the following nepers: 
Appl lirpt1* tin 
Lunch salary credits 
flCSQPeVlLajQl ttQd 069?ŝ 8ev̂ )GQLao*Q0O 
8on-Siawtaolio Affidavits (SBC font 131) 
Payroll Changes end Payroll Information Sheets 
Beslgnatljons 

assignment 



The n» iMWinlatlnn below cowplies with the reqalreaant for reten­
tion of personnel records subsequent to 1950 until audit by the 
State Board of Suneatien for Social Security purposes. 
BECOJOTEBATIDHi SETA2S FOR THE DQEATICU OF EMPIOTHSST AMD FOR TEE 

TEARS TH££BAFf£E* KICRGFHfl COBTESTS OF FOiPERS 
AND D3STBGT. RETAIN KXCBQFI12i FSBK&SSmS. 

RASTER FATROLL CARDS 
Fern Bb.t RR P26298 (yellow) 

BB P2693Q (orange) 
Sisei 3%* at 7 y& 
Dates; Current 
Quantity! 1 card iray 
File ArTaagaauntt Alphabetically by xam 

This file of Baadngton Band punched cards carries the interpreta­
tion of the punched data giving the name of the employee end 
esployee amber* the school nanber* the earnings and the base 
salary with resignations noted* The file is eeapoaed of yellow 
cards (P26298) for perawnast employees ani orange cards (P26930) 
for teaporary ewpleyeea. The cards are the basis for preparing 
the payroll In the payroll Division* 
BECOHJffiSDATIOHt RSfAXH CTRREST AID FOR THREE TEARS THERE­

AFTER. ABD THEE DESTROY. 
PATfiOU. REPORTS AM) TUB 8HBET3 

Sixes U»xl7" 
Detest 1550 - -
Quantity* 2 file drawers 
File Arrangewent« By echool and chwroXogloal 
Audit* Audited in Payroll Division 

The Payroll Reports which ere prepared In triplicate by the school 
cafeteria give the name of the eaployee* the days worked, the nans 
of the echool end account masker, sbsenaes end overUae and the 
hourly rate of pay. One eepy remains in the echool* one in the 
Sehool bach Divlsioa, end the third is east to the Payroll Divi­
sion* The Tine Sheets which acooapaay the Payroll Reports ere pre­
pared only in duplicate and are a daily record of hours worked 
for the period* one copy renalns in the school end the sec end is 
filed with the Payroll Report in the Sehool Loach Division* The 
reeonaendation below applies only to the Payroll Reports and Tine 
Sheets filed In the School Iran Division. 
BBCCWEHDATIOHi RETAIB FOB FOOR TEARS AND TEES DESTROY* 



U . CAFETERIA PEBSOHBEL CABD IHD2X 
Sis©: h* x 6" cards 
Datess 1952 - -
Quantity: 1 card drawer 
File Arrangsseutt By nawe of Sehool 

This la ea Index to cafeteria poroomal giving the nana of the 
y v < of the enployse, BOSS address end telephone ausber* hie 

social oeeurity number, the position held, the date of esployaest 
and of resignation. Regular eaployees ere eheua on white cards 
end substitutes on orange cards* 
BSCCfBS3B2AT2DHt RETAIN FOB |»JRATI01 0? EHPICTBEBT ABB FOB TES 

YEARS THEREAFTER* THEB MICBQFZCH ABD DESTROY 
CARDS. BJEXAXB HOCBOFIUf FEBHASBSTI?. 

lit. EtJUIPHKBT IBVSitt'OBT CAHD 
Sixes $° x 6° cards 
Datess 15ts5 - -
Quantityi 1 card tray 
File Arranganssts By school and type of eonlpMBPt 

The Bquljpawt Inventory Card identifies the type of cafeteria aqpjlp-> 
-saant̂ eeaeinsmerrnr the eehool, the save of the Banuf&cturer end date 
of purchase* the esriel number ( i f any)* and the ose of the eqolp-
aaot* It is prepared free the KQnl.awnt Inventory Sheet which 
originates in the Individual cafeteria* when the card has been pre­
pared the eheet is sent to the Engineering Division where it is 
filed in The General File in the Administration Division* 
BSCCITCHatATTOHa BBfAIB CARDS FOB POOR TEARS OR FOR TEE LIFE OF 

TBS BGJXFJGSX* 88XC8E7&B IS LATER* A5D TflEH DESTROY. 
35. BQP3BT COBTBOL 

Size: Letter else 
Detest 1956 - -
Qoantity: 1 binder 
File Arraagesent: Chronological 

The Budget Control is arranged by type of Expenditure* new equip-
sent requests* repleeeseot* repairs end adecallaoaous* giving the 
date* the nana of the echool* the pumhase order sanfcer* the amount, 
and the budget naletwe with totals carried forward* 
BECXaOBBDATZOBs BETAIW PgRHABEBTLY. 



QRgSBAL FIEB 
Slset Latter also 
Dates. 2950 
Quantity: 6 file drawers 
File Arrangeaents By subject 

The General File is eoaposed of aaterlal under the following 
headingsa 

Adart til stratiOB 
Annual Lists of Cafeteria Bapleyees (by school) 
Annual tHUc Purchase and Cost Reports (by sehool) 
FUn Xaf eramtlm 
Orders and Bids for Food 
Personnel Applications 
Planning school tenches 
United States Departiaant of Agriculture Receipts 

RECOHMaJDATICH: BETAIS FOR FOBS TEARS ABD THEB BSSTBOY. 


